


 

1. Online Self Referral completed and submitted to TennCare 

2. TennCare performs Screening and makes a determination 

3. MCO/DIDD receives referral from TennCare  

4. MCO/DIDD performs Intake visit 

5. MCO/DIDD documents intake outcome in TPAES 

6. TennCare reviews intake outcome and makes a determination 

7. MCO/ DIDD receives referral from TennCare 

8. MCO/DIDD performs Enrollment visit 

9. Final decision is documented by TennCare 
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• Interested individuals should complete and submit the online 
referral form 

• If assistance is needed or preferred, the MCO or DIDD should 
complete and submit the referral form on behalf of the 
interested individual 

• When the MCO or DIDD assists with completion of the form, 
they should also provide basic education about ECF CHOICES 

• TennCare receives submitted referral form and performs 
screening 

• TennCare will send a notice to the potential applicant that 
the Online Self Referral was received. 
 

 
 
  
 



 

• The completed referral form is used by TennCare to determine: 

– If the potential applicant is likely to qualify for the program 

– If the potential applicant can be prioritized for intake 

– If the potential applicant meets aged caregiver criteria 

– If the potential applicant meets emergent/reserve capacity 
criteria 

• The results of the screening are captured in the TennCare referral 
tracking system (TPAES) 
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• TennCare has developed the Intake Outcome Form to assist in 
accurately gathering necessary information. 

 

 

                                                               

 

     Let’s take a Look 



The Intake  Outcome Form must be uploaded with the corresponding intake outcome on 
EVERY Referral 



Leave Behind Sheet  

• At the conclusion of the intake visit utilize the Leave Behind Sheet  

 



• To refer a person for review by the interagency committee, 
complete the appropriate form and attach it with supporting 
documentation to the referral in TPAES with the outcome of the 
referral selected “referred for committee review” 

• TennCare will distribute the form and supporting documentation 
to the interagency committee 

• When an interagency committee decision is received, TennCare 
will document the decision and attach the interagency review 
decision form to the referral in TPAES 

• The MCO and DIDD will review the interagency committee 
decision available in TPAES 

 



• Documenting MCO/DIDD intake outcome decisions in TPAES 

• Fields and drop down options: 
– Intake Visit Date 

– MCO/DIDD Intake outcome: 

• Aged caregiver criteria met (person has an ID diagnosis and the primary 
caregiver is age 75 or older) 

• Whether priority group criteria is met (person is in TP and is in a priority group) 

• If so, which priority group: 

– Group 1 employed 

– Group 2 age 18-22 commitment of work 

– Group 3 recently unemployed 

– Group 4 age 18-22 transitioning from school 

– Group 5 unemployed with desire to work 

– Group 6 transitioning age planning for employment 

 



– Group 7 explore potential employment options 

Group 8 support for community participation/integrated living 

 

• *Target Population Intake Criteria Not Met (diagnosis of ID or DD could not be 
substantiated. If it cannot be confirmed person is in target population, nothing 
additional is reviewed. This includes financial and medical eligibility. Even when 
it seems person may also not meet other criteria, TP not met is always 
documented first) 

• *Financial Eligibility Intake Criteria Not Met (used only by DIDD when person is 
in the TP and appears to have resources in excess of limit or income in excess of 
limit and does not wish to open a QIT ) 

• *Does Not Meet Aged Caregiver, Reserve Capacity or Priority Criteria (person 
is in target population and appears to meet financial eligibility criteria but does 
not meet aged caregiver, emergency, complex medical or other reserve capacity 
criteria and is not in one of the 6 priority groups) 



• *Intake Ended Per Individual’s Request (Person has decided to end the 
screening/intake process. Attach Discontinue Intake Form with signature 
indicating person does not wish to continue with intake process. If person does 
not wish to be placed on the referral List, also attach a form indicating such with 
person’s signature) 

• Referred for Committee Review (Person appears to meet emergent or complex 
medical criteria. Attach related form and all supporting documentation) 

• *Unable to Reach 

• *Out of State 

Note: 

 If an MCO/DIDD Intake Outcome with an asterisk is selected an additional 
Intake Outcome Category is required with the following options: 

Do not place on RL (attachment) 

Requested to be placed on RL 

 If person does not want to be placed on waiting list, a signed form from person 
must be attached in TPAES 

 



When the TPAES record is opened click the document intake button to 
begin recording the outcome. This will open the fields for data entry in 
TPAES. 



  



• Go to Actions on the toolbar 

• Choose add file Attachment 

 



 



• Click upload and attach file 

• Select file and add 

• Confirm attachment was uploaded  

 





TennCare will provide notice to the individual when intake 
indicates: 

 

• Does not meet Priority Group; on referral list 

• Does not meet Reserve Capacity; on referral list 

• Does not meet Target Population (appeal rights)  

• Identified as PG or RC but no slot available (on referral list) 

• Denial of Reserve Capacity Slot after IAR 

 

• All potential applicants will receive the Leave Behind Sheet 

 

 

 

 





• Once the MCO or DIDD enters the intake outcome and attached 
required form(s), the record is sent back to TennCare. 

• TennCare will use the information provided by the MCO/DIDD to 
make a referral decision and will document the decision in TPAES.  

• When an item is referred for interagency committee review, 
results of the committee review are made available in TPAES for 
the MCO/DIDD.  

• Potential applicants should understand that if committee review 
results in a decision that criteria are not met, the person must 
decide if they want to be placed on the referral List. If not, person 
must sign form indicating decision which should be included with 
the committee request and documentation. 

 



• TennCare Documented Referral Outcome: 
– ECF CHOICES Enrollment process initiated by MCO/DIDD  

– Applicant placed on referral list      

– Applicant not placed on Referral List  

– Committee Review (attachment) 

• TennCare Documented Interagency Committee Outcome: 
– Committee review date (date of the committee review request) 

– Committee review outcome: (Outcome entered within 2 business days from 
outcome decision)   

1. Reserve Capacity criteria met (TPAES notification to MCO or DIDD to alert them 
that enrollment process should begin) 

2. Reserve Capacity criteria not met 

» Place on Referral List 

» Do not place on Referral List (attachment required) 

 





• A referral comes into TennCare 

• TennCare refers to you for Intake (either 5 business day or 30 day) 
as indicated on the referral. 

• You will go out and see the potential member and complete the 
intake visit, using the “Intake Outcome Form”  

• You upload the appropriate documents to TPAES and indicate the 
“Intake Outcome” 

• Complete the “Leave Behind Sheet” for the potential member 

• Check the Initiate ECF Enrollment Queue in TPAES 

 



 



• If the Referral comes to the “Initiate ECF Enrollment Queue” then you 
may proceed with the enrollment visit.   

 

 

 

 

 



 

• Once the Referral comes into your queue: 
 

– You have 5 business days to complete the enrollment visit. 

 

– The PAE and all required supporting medical documentation must be 
submitted within 20 business days of the face to face visit.  

 

 

 

 

 

 



• After the enrollment visit you may submit the PAE. 

 

• You will indicate the PAE has been submitted by clicking the PAE 
Submitted Button on the Referral. 

 



• Once you click the PAE Submitted button the following screen 
appears: 

 

 

 

 

 

 

 

• Note:  You must remove the default value of ~*~ 

 



• Next enter the PAE control number and click OK.  This will route the 
Referral back to LTSS. 

 

 

 

 

 

 

 

 



 

• The Referral is now complete and will drop out of your queue. 
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Thank you  


